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For ewor d

The M TSS Task Order (TO GCuide contains the procedures for
processi ng acquisition packages to acquire support from
DISA's Mnority Institutions Technol ogy Support Services
contracting vehicle. The MTSS is a conpetitive, multiple
award task order acquisition set aside exclusively to
eligible Hstorically Black Coll eges and Universities and
Mnority Institutions as defined by the Federal Acquisition
Regul ati on (FAR).

The concept of this vehicle is nodeled |argely after the
GSA Schedul e program where ordering and adm nistration is
fully decentralized. The nost significant differences are
that this is awarded under FAR Part 15 as opposed to the
GSA Schedul e’s commercial itemcontracting rules under FAR
Part 12, the ordering procedures and the Miltiple-Award

| DI Q task order contract type uses the rules found under
FAR Part 16 as opposed to FAR Part 8.4, there are currently
no agency fees or service charges associated with use of
this vehicle whereas GSA charges a 1% fee, which is
enbedded in the CLIN prices of the Schedules. In fact, much
| i ke GSA Schedul es, there are no approvals, coordination’s,
reporting, or oversight inposed by DI SA on the ordering

of fices. They are enpowered to place orders in accordance
with the terns and conditions of the contracts, the FAR
DFARS, and their own agency procedures. The only oversight
or coordination by the DISA is through nonthly reporting
fromeach of the contractors, for the purpose of tracking
the aggregate contract ceiling and to track conpliance with
the 51%rule. Since the DI SA Contracting Oficer will be
recei ving copies of each task order award these wll be
revi ewed on an continuous basis for purposes of overseeing
scope determ nations. In addition, contractors may asked
to participate in periodic neetings, conferences and
activities initiated by the DISA CIO PM offi ce.

Note for external agency contracting officers: The DI SA
contracting officer will not make judgenents or

determ nations as to scope, addi ng non-M TSS-team
subcontractors or consultants or |abor categories,
resolving fair opportunity disputes, nor what percentage of
supplies or equi pnent nmay be included in individual orders
(since this vehicle is targeted primarily for services with
nerely “incidental” materials). Al of the orders are
negoti abl e and these issues nmust be resol ved consistently
wi th external agency procedures and/or oversight.



The MTSS TO Guidelines will be revised as needed to
i nprove the process of awardi ng and managi ng task orders
under these contracts.

Questions about the Guidelines and individual task orders
shoul d be directed to the follow ng individuals bel ow

Contracting O ficer (KO: Mark Bogart

Def ense I nformati on Systenms Agency

Def ense I nformation Technol ogy Contracting Organization,
Nat i onal Capital Region

ATTN: Code DTN1

Tel ephone: (703) 607-6920 (DSN 327-6920)

FAX: (703) 607-4340

I nt ernet Address: bogartmacr. di sa. ml|

Program Manager (PM: Sharon Sellers

Def ense I nformati on Systenms Agency

Ofice of the Chief Information Oficer
ATTN CODE: Cl O D03C

Tel ephone: (703) 696-1904x2 (DSN 426- 1904)
FAX Phone: (703) 696-9207

I nternet Address: sellerss@cr.disa.ml

Contracting O ficer Representative (COR): Bervin Elliott
Def ense I nformati on Systenms Agency

Ofice of the Chief Information Oficer

ATTN CODE: Cl O DO3C

Tel ephone: (703) 696-1904x2 (DSN 426-1904)

FAX Phone: (703) 696-9207

Internet Address: elliottb@cr.disa.ml

Information regarding this contract, including the
contract, Statenment of Work (SON and links to the
Contractor’s Honme Pages may be found on the Wirld Wde Wb
at Htp://ww. ditco.disa.m|/asp/ncr/opportunities.asp.
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CHAPTER 1 - GENERAL | NFORVATI ON
A. BACKGROUND

Many of the Nation’s Historically Black Coll eges and
Universities (HBCU and Mnority Institutions (M) have the
resources, technical strengths, and capabilities to provide
t he Departnent of Defense (DOD) with high-1level technica
support services that are needed to sustain and advance DCD
t echnol ogy prograns.

The Mnority Institutions Technol ogy Support Services
(MTSS) contracts provides the DOD anal ytical, engineering,
| ogi stical, comrunications, integration, computer systens
research and devel opnent, application software devel opnent,
testing and mai ntenance, information assurance, and
education and training services. These services nmay

i ncl ude benchmar ki ng, base-lining, acquisition planning,

ri sk assessnents, evaluations of cost and performance
benefits of alternative approaches, information systens
anal ysi s on conceptual, proposed, and/or existing

i nformati on and conmuni cati on systens and architectures

whi ch include mat hemati cal conputations, operations
research, simulation, nodeling and other scientific

t echni ques.

The M TSS contracts provide technical support at all DOD

| ocations in the Continental United States (CONUS) and
Qut si de CONUS (OCONUS). One hundred percent (100% of these
prinme contracts were awarded to capable HBCU M, and al
Mlitary Service and Defense Agency contracting offices may
pl ace task orders (TO against them

B. PURPGCSE

The purpose of the MTSS Task Order Guidelines is to:

* Describe the procedures for preparing internal DI SA
M TSS requirenments packages; and

e Provide sonme tools, checklists and sanples to nake
processing of MTSS task orders a sinple process

C. APPLI CABI LI TY

The Guidelines apply to all DI SA users of the M TSS;
however, external custoners and ordering offices may find
the tools hel pful.



D. DELEGATI ON OF PROCUREMENT AUTHORI TY ( DPA)

Not Appli cable

E. CONTRACT SCOPE

The contract focuses on (but is not Iimted to the specific

exanpl es of scope cited in each of) the following thirteen-
(13) task areas in the Statenent-of-Wrk (SOW :

Task Area 1: Program and Task Order Managenent

Task Area 2: Systens Engi neering

Task Area 3: Tel ecomuni cati ons

Task Area 4: Acquisition Managenent

Task Area 5: Software, Conputer Systens and Network
Appl i cations Devel opnent and Support

Task Area 6: Systens Eval uation, Integration and Testing
Servi ces

Task Area 7: Program and | nfornmati on Managenent

Task Area 8: Information Systens Security and Information

Assur ance
Task Area 9: Mddeling and Sinul ation
Task Area 10: El ectronic Commerce/ El ectroni ¢ Busi ness
Task Area 11: Information Technol ogy Training
Task Area 12: Studies in Advanced I nformation Technol ogi es
Task Area 13: Busi ness Process Reengi neering

See the MTSS SOVNfor a conplete description of the task
areas. To obtain a copy of the MTSS SON you can downl oad
it fromthe Internet at the follow ng address:

Http: //ww. ditco. disa. ml/asp/ncr/opportunities.asp.

For DISA Orders the Contracting Oficer Representative
(COR) in collaboration with the Contracting Oficer (KO
will verify that the requirenment are within the MTSS
scope. The CORw |l forward their recomendation to the
Contracting O ficer (KO.

F. CONTRACTOR AND SUBCONTRACTORS

Attachnent 1 lists the MTSS prinme contractor and
respecti ve subcontractors.



G FI SCAL YEAR CUTOFF DATE

The final receipt date for MTSS requirenments packages

whi ch nust be awarded during the current fiscal year (i.e.
packages supported by funds that expire 30 Sep) is 31 July
of the current fiscal year. The packages nust be conplete
in order to be accepted for processing.

H CONTRACT TYPE

The MTSS is an Indefinite Delivery/lndefinite Quantity
(IDI1Q task order contract using Tinme and Material (T&W
with the fixed/| oaded hourly |abor rates, Cost Plus Fixed
Fee (CPFF) and Firm Fixed Price (FFP) structures. The type
of work required will bear on the ordering contracting
officer’s decision as to T.O. contract type.

| . PREPARATI ON AND PROCESSI NG TI MELI NE

M TSS requi renents undergo a four-step process described in
Chapter 3. A graphic depiction of the MTSS Task O der
(T.O) and Task Monitor process is shown as Attachnent 2.

e The first step is the custonmer requirenment definition
stage, which consist of the preparation of the necessary
docunentation to initiate the tasking process. This step
t akes about 7 days.

» The second step consists of the Contracting O ficer and
Contracting O ficer Representative review of the
custoner’s Task Order SON Their review validates that
the work is functionally and technically within the scope
of the MTSS, that funding commtnents are appropriately
reflected in the package provided, and that the
requi renents are defined and docunented i n accordance
wth the MTSS TO SONformat. This takes approximately 2-
3 days.

e The third step is the proposal preparation and eval uation
stage, which consists of the Contract Speciali st
forwarding the TO SONto the M TSS contractors, obtaining
their proposal, having the custoner evaluate the proposal
and docunenting their findings as to the approach which
represents the best value for the Governnent. That
process takes about 14 cal endar days.



e The fourth and final step is the TO contract execution
phase that commences when the contracting officer has al
docunent ati on necessary for award of the requirenent. The
TO execution phase takes about 7 days.

J. DI SA CONTRACTI NG OFFI CER' S REPRESENTATI VE (COR)/ TASK
MONI TOR (TM TRAI NI NG CERTI FI CATI ON (Applies to DI SA
Custoners Only!).

1. DISA Primary and Alternate TMs are required to have
Contracting O ficer's Representative (COR) training
(itncluding ethics training) prior to appointnent in
accordance with DI SA/ D4 Menorandum dated 17 Feb 1999 (and
the DARS Part 1.6), and nust conplete refresher training
annual ly. Provide the date (nonth and year) that COR

trai ning has been conpleted for both the Primary and
Alternate TMs. For additional information concerning COR
training, contact Ms. Judith Oxman at (703) 681-1676.

2. If the task order effort is mssion critical, D SA TMs
may be appointed prior to conpletion of training, with the
understanding that training be conpleted wwthin thirty (30)
days of the task order award date. Al though a nunber of
qgual i fying COR courses exist, one place that TMs can obtain
the required training is at the Federal Acquisition
Institute (FAI') on-line University web site:

http://ww. di sa. d4/

3. This Wb Site contains the COR Mentor Course which
consists of eighteen (18) individual separate nodul es on a
vari ety of contracting-related subjects. Wien this training
is conpleted TMs shall pronptly submt certification of
conpletion to the Contracting O ficer.

CHAPTER 2 - ROLES AND RESPONSI BI LI TI ES

A. DISA - CH EF OPERATI NG OFFI CER/ TECHNI CAL ADVI SOR
(DO3C/ El PP)

Program Manager. Sharon Seller, wthin the DI SA Code

DO3C/ EIPP is the MTSS Program Manager (PM. The PMis
responsi bl e for program planning and oversi ght, contractor
conferences and performance reviews, DI SA funds
expenditures and cost nonitoring, and for acting as the

| i ai son between the know edgeabl e cust oner technical
activity and the Contracting Oficer. A Task Mnitor (TM



representing the custoner is assigned by the Contracting
Oficer (KO to assist the KO and to insure that the work
is technically within the scope of the MTSS SOW

requi renents.

Contracting Oficer’s Representative (COR). DO3Cis
staffed with a Contracting Oficer's Representative (COR)
for the MTSS. The M TSS COR perforns the follow ng
functi ons:

1. Acts as an interface between DI SA Task Monitors (TM)
and DI SA's Defense Information Technol ogy Contracting
Organi zation, National Capital Region (DI TCO NCR), the

M TSS contracting office.

2. Assists the DITCO NCR Contracting Oficer (KO by
provi di ng deci sion support information to custoners
regardi ng the status of DI SA requirenents packages and
TO s.

3. Monitors, maintains, and provides to DI SA custoners,
information regarding the status of their TO s placed under
the M TSS.

4. Advises DISA TMs of issues related to the contract and
their specific requirenent packages/ TO s.

5. Maintains frequent contact with the contractor to
di scuss specific aspects of TO s and proposals.

6. Wirks with the KO and TMs to ensure contractors perform
in accordance with the contract terns and conditions and
the TO requirenents.

7. Ensures deliverable evaluations on the MTSS contractor
overall performance are obtained fromthe TMs and forwarded
to the KO and the contractors.

B. DI SA"s DEFENSE | NFORVATI ON TECHNOLOGY CONTRACTI NG
ORGANI ZATI ON, NATI ONAL CAPI TOL REG ON (DI TCO- NCR)

DI TCO NCR perfornms all Contracting Oficer functions for
each of the MTSS contracts including:

1. Review each DI SA requirenents package and the
contractor’s proposals to ensure the docunents are



conpl ete, accurate, and in accordance with the contract and
t hese Cui del i nes.

2. Provide advice and guidance to the COR, contractor, and
custoners regardi ng contract scope, FAR and DFARS

requi renents, DI SA contracting procedures and these task
ordering guidelines.

3. Represent KOs position at various contract-rel ated
neet i ngs, performance revi ews, negotiating sessions, and
wor ki ng meeti ngs.

4. Approve and issue DI SA Task Orders (TO s) and
nodi fications for the M TSS.

5. Designate in witing MTSS COR(s) and DI SA TM s) .

6. Establish and maintain the central contract

adm nistration file.

C. CUSTOVERS

M TSS custoners are required to do the foll ow ng:

1. Define Task Order requirenents including justifications,
revi ews, and/or approvals

2. ldentify and nom nate the Task Monitor (TM

3. ldentify the Senior Requirenents Oficial (SRO (if
appl i cabl e)

4. Fund their work via certified Purchase Request
5. Prepare and furnish an | GCE (Attachnent 8)

6. Evaluate the contractor’s proposal and devel op the
Proposal Eval uati on Docunent (PED) (Attachnent 7)

7. Mnitor and evaluate the contractor's perfornmance on
each TO

In addition, DI SA customers will work wwth the COR and the
contractor to ensure the contractor perforns the
requirenents specified in the TO The TM shoul d be
proficient in the technical requirenents of their TO and
famliar with the policies and procedures of this guide.

10



Further information on TMresponsibilities during TO
execution is contained in Attachnent 10 (TM Designati on
Letter).

D. SENI OR REQUI REMENTS OFFI CI AL ( SRO)

The SROis located in the requirenents office and is an O
6/ GS- 15 or above or the commander or head of a requirenents
field office. The SROis responsible for review of past
performance eval uations submtted by the TM usi ng the Past
Per f ormance Tool before the Contracting O ficer review and
approval when and if the DI SA Past Performance Tool is used
to eval uate performance.

E. External DOD Ordering Contracting Oficers (OKO s)

KO s are fully authorized and responsible to solicit,
negotiate (terns and conditions as well as price
reductions) and award task orders within the limts of
their warrants and their internal agency procedures.

F. ONR Adm nistrative Contracting Oficers (ACO s)

ACO s are responsible for all customary del egated contract
adm ni stration functions (including closeout) of individual
task orders.

G Paynment O fices:

Educational institutions fall, by statute, under the
contract adm nistration oversight of ONR instead of the
DCMC ACO s.

CHAPTER 3 - REQUI REMENTS PROCESS
A. CGENERAL

Al work perfornmed under the MTSS is done through the
award of Task Orders (TO by the DI TCO NCR Contracting
Oficer (KO or by external DOD ordering contracting
officers. MTSS TO s are awarded in accordance with a
four-step process that conplies with the Federal

Acqui sition Regulation (FAR) requirenents. A high |evel
description of this four step process and associated tine
line is contained in Attachnent 2.
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B. FOUR STEPS OF THE TASKI NG PROCESS
1. STEP 1 - Customer Requirenments Definition Stage

The M TSS Task Order Process starts with the concept and
devel opnent of the requirenent definition in accordance
with the MTSS Quidelines. The requirenent package consists
of a Statenent-of-Wrk (SON, appropriate funding
docunent ati on, an | ndependent Governnent Cost Estimate

(I GCE) (Attachment 8), and the M TSS Requi renents Package
Checklist (Attachnment 4). The Contracting Oficer’s
Representative (COR) cannot process packages, which do not
include all these itens. The M TSS Requirenents Package
Checklist (Attachnment 4) lists all the itens that nust be
i ncluded in the package when it arrives.

a. Statement of Wirk

The custoner begins the task process with the devel opnent
of the Statenent-of-Wrk (SON. Attachnent 3 delineates
the required format for the MTSS Task Order Statenent of
Wrk.. A conplete SONis essential to begin the Task O der
(TO process. Also, inorder to facilitate electronic
review of your SOWN it is required that it be witten using
M crosoft Wrd. Attachnment 5 provides a listing of useful
Data Item Descriptions (DD s) which may be used in
conjunction with DD1423 Contract Data Requirenents List
form preparati on devel oped at the task order |evel.

b. Fundi ng Docunent ati on

TO s may be funded with any type of appropriations (i.e.
&M RDT&E, DWCF). Internal DI SA custoners, however, only
need an uncertified Purchase Request (DI SA Form94), to
nove through the task stages while conpleting their
coordination wth their budget offices in parallel.

Task Orders for severable, internal DI SA requirenents my
be increnentally funded. Non severable task orders for al
custoners’ requirenments nust be fully funded or funded in
full or in part “subject to availability of funds” (SAF).
For severable DI SA tasks, a TO may be negotiated for an
entire effort yet only increnentally funded . Additional
funds shall be provided, as they becone available. This
allows DI SA task nonitors to begin efforts prior to rel ease
of their full anmount of funding and saves the tine of
processing a new TO every tinme a funding allotnent is

12



provi ded. The DI SA customer’s authorized Purchase Request
with commtted/certified funds nust be conplete to begin
STEP 4, the Task Order Execution Phase.

c. Independent CGovernnent Cost Estinmate

An IGCE will be required with each requirenent package
submtted by the DI SA custoner. The Attachnent 8 | GCE t ool
consi sts of spreadsheets with the contractor’s T&M | abor
rates, ODC s, and an estinmated nmarkup on OQther Direct Costs
(ODC s). The spreadsheet at the first Tab is the

boil erplate for developing the I GCE. | nput your estinated
hours and rate for each | abor category being sought as well
as a thorough breakdown of O her Direct Costs (ODC s). The
| abor rates for each contract period are provided as Tabs B
through L. For non-T&M type task orders, proposed | abor
categories and direct |abor rates nmay vary fromthose in
Attachnent 8. Use Excel to prepare your | GCE.

2. STEP 2 - Contracting Oficer/Contracting Oficer
Represent ati ve Revi ew

Revi ews include the foll ow ng:

a. The KOCOR, in a concurrent review, will ensure the

DI SA requi renents package is conplete, that work is
technically within scope, is not duplicative of other
contract efforts, and appropriate fundi ng docunentation is
provi ded.

b. If a requirenents package is determined to be outside
the scope of the contract or if the package needs
significant rework, the CORw Il return the package to the

Task Monitor explaining the reasons for the return.

c. Once a requirenment package has been successfully
screened and the KO COR comments have been resol ved, the
Contract Specialist forwards the requirenents package to
the contractor via e-nail.

3. STEP 3 - Proposal Preparation and Eval uati on Stage

a. Contractor Proposal

The Contractor will generally be allowed 10-14 cal endar

days to prepare and submt proposals. However, nore or
| ess tinme may be necessary based on the requirenents.

13



b. Techni cal / Cost Proposal

The technical/cost proposal shall be witten and shal
address, as a mni num

* Techni cal Approach

Key Per sonnel

Quantities/ hours/cost of personnel by |abor categories
O her Direct Costs (ODC s)

Total estimated cost

Met hod of pricing (i.e. T&M FFP, CPFF etc)

Ri sks

Period of Performance

G-P/ GFE/ GF

Security (including clearance |evel)

Team ng Arrangenent to include subcontracting personnel
partici pation

L R B R

Proposal s shoul d state conpliance or exception to TO

requi renents. Risks, assunptions, and conflict of interest
i ssue should al so be addressed in the contractor’s
proposal. Proposals shall not nerely restate TO SOV

requi renents.

c. Proposal Eval uation

The TM COR, and KO all participate in evaluating the

contractor's Technical and Cost Proposal. The Contractor
sends the Technical and Cost Proposal to the attention of
the Contract Specialist via email. The proposal and a

| etter requesting a technical evaluation are forwarded via
email tothe TM If the contractor’s proposal fails to
meet SOWrequirenents or reflects m sunderstandi ngs,

di scussions anong the TM COR, KO, and contractor may be
necessary. Discussions will tend to be informal neetings
to di scuss technical approach, |abor category |levels and
m xes, schedul e, and other cost el enents.

4. STEP 4 Requirenents Package Contract Task Order
Executi on Phase

Once the contractor’s proposal has been reviewed by the ™™
COR, and KO, and all pre-award issues have been resol ved,
the KO awards the TO by issuing a DD Form 1155 to the
contractor. At that point, the contractor is authorized to
begin work on the TO

14



At the sane tinme TO award is made, the KO issues a letter
to the TM desi gnating himher as the TM for execution of
the TO

C. TASK CORDER (TO MODI FI CATI ONS

Modi fications can be used to change delivery dates, add a
task, change the period of performance, etc. However, if

t hose changes alter the scope, provide a substantial anount
of new funds, or significantly extend the period of
performance, a new requirenment package must be submtted
for award of a new TO. The new TO should refer to the
prior TO and explain the connection in the background
portion of the SOWNWand in the specific tasks, as required.

TO nodi fication requirenents may originate with the
custonmer or fromthe contractor. Any changes that affect
the basic information in the SOWN nust be supported by
appropriate nodification of the SON Al requests for
nodi fi cati ons nmust be prepared by the TM and submtted via
emai|l to the COR

TO nodi fications are processed in the sanme nmanner as
initial requirenments package. The TM prepares a

requi renent package with a nodified SOV and a new fundi ng
docunent (if required). An SOWnust contain the "revision
date" at the top of the first page and all changes or

addi tions nust be annotated by the use of underlined text.
Del etions nust be annotated by use of the strikeout
function.

CHAPTER 4 - REQUI REMENTS PACKAGE PREPARATI ON
A. GENERAL

A requi renent package nmust be prepared and submtted by the
custoner both for a new requirenent and for a nodification
to an awarded TO. A conplete MTSS requirenent package

consi sts of several docunents that support the proposal and
award of a TO. The requi renent package nust be UNCLASSI FI ED
regardl ess of the classification of the work to be
performed within the TO If the value of the requirenent
exceeds $500K, DI SA Acquisition Strategy Conmmittee (ASC)
approval is required before subm ssion of the requirenents
package to the COR

15



B. REQUI REMENTS PACKACGE CHECKLI ST

Each requi renent package nust include a conpleted M TSS
Requi renent s package checklist (Attachnent 4). Al so,
Attachnment 6 is the COR Initial Review formused to screen
for the nost common m stakes found in MTSS Requirenents
Package. Each "no" answer requires TM correction before
processing can continue. In conjunction with the MTSS
requi renents package checklist, the TM should use this form
to ensure that the package is conplete and accurate.

C. STATEMENT OF WORK ( SOW

The SOWis the nost critical docunent in the requirenent
package. Be sure that the SOWconpletely and accurately
portrays the nature of the required services and |ists the
delivery of technical data to satisfy the requirenent.

M TSS TO s use a standard format, as shown in Attachment 3.
No other format for SONs will be accepted by the COR/ KO

D. | NDEPENDENT GOVERNMENT COST ESTI MATE (| GCE)

The 1GCE is invaluable in determ ning the reasonabl eness of
a contractor's cost and technical proposals and in gaining
assurance that there is a "neeting of the mnds" between
the custonmer and the contractor regarding the scope of the
TO. If discussions or negotiations are necessary prior to
awarding the TO the I GCE assists in devel opi ng and
presenting the custoner's position. The IGCE is al so

hel pful in reconciling requirenments with budget, ensuring
that the proposed TOis affordable. The IGCE is for
Governnent Use Only and is not to be nade available to the
M TSS contractor.

The Attachnent 8 | GCE tool consists of spreadsheets with
the contractor’s T&M | abor rates, an estinmated markup on

O her Direct Costs (ODC s), and a contract | evel nanagenent
fee. The spreadsheet at the first Tab is the boilerplate
for developing the IGCE. Input your estinmated hours and
rate for each | abor category being sought as well as a

t horough breakdown of O her Direct Costs (ODC s). The

| abor rates for each contract period are provided as Tabs B
through L. The SOWfor the M TSS descri bes each of the

| abor categories, including duties and educational and
experience requirenments. It is reconmended that custoners
use the 1GCE tool to estimate the cost of their effort and

16



i nclude the conpleted | GCE as part of the requirenent
package.

Figures for ODC s nust be supported by the work descri bed
in your SON so the contractor can propose appropriate
costs. Attach a separate sheet to the I GCE detailing the
travel, hardware, software or other Information Technol ogy
resources. Other ODC s are sel f-explanatory and may incl ude
such costs as courier service, express mail, |ong distance
t el ephone calls, and reproduction.

E. DD FORM 254 CONTRACT SECURI TY CLASSI FI CATI ON
SPECI FI CATI ON

The Contract Security C assification Specification, DD Form
254 provides access to “For Oficial Use Only” (FOQUO
Information. |In performng this contract, the contractor
may need access to classified informati on at anot her
contractor facility or a Governnment activity; and receive
and generate classified material. |1f, however, the DD Form
254 in the MTSS is not adequate for the specific work in
your requirenents package, you nust include a Task Order
specific DD Form 254.

F. FUNDI NG DOCUMENTS

For DI SA funded packages, the task order acquisition
process can conmmence with commtted funds, BUT certified
fundi ng nust be provided before Step 4, the TO execution
phase, can begin. Customers are solely responsible for
ensuring the correct appropriation is cited and the period
of performance is addressed with the correct fiscal year
appropriation in order to satisfy "bona fide need" and
"severability" concerns. Contact the KO up front, if you
have any questions or concerns in this regard. The proper
fundi ng docunent for DI SA organi zations to place orders on
a MTSS is DI SA Form 94 (Purchase Request).

NOTE: I nclude a hardcopy of the Acquisition Plan signature
page with the certified funding docunent, if applicable.
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CHAPTER 5 — TASK ORDER EXECUTI ON AND MONI TORI NG
A. PROGRAM LEVEL NMANAGEMENT

The DI SA enpl oys several methods and tools to nonitor and
eval uate contract efforts. These tools include the
fol | ow ng:

1. Contractors Monthly Activity Report (CMVAR).

The contract-level CMAR is prepared by the contractor each
nonth for the COR and the Contracting O ficer. A CVMAR
sanple format is provided as Attachnent 9.

2. Contractor Past Performance Tool.

The Contractor Past Performance Tool is a web enabl ed tool
for the TMto evaluate the contractor’s performance and for
the Contracting Oficer, COR, Senior Requirenments Oficial
and contractor to review, coment on, and approve

eval uations. The tool can be found at the D4 Honepage
at:http://ww. di sa. m |/ D4/ pasttool . ht m and

http://ww. di sa. m |/ D4/ past per f/ ppbookb3. pdf for Past

Per f ormance | nformati on.

B. TASK ORDER MANAGEMENT
1. Task Order (TO Monitoring.

Task Monitors (TM are assigned the responsibility of using
existing reporting tools and other nethods of objective and
subj ective observations to track contractor perfornmance,
tinmeliness and quality of deliverables, etc.

2. Acceptance and Eval uation of Deliverables.

The responsibility for perform ng acceptance of al

supplies and services under the MTSS is delegated to the
TM and stated in the TM Desi gnation Letter. A copy of the
letter is included as Attachnment 10. |In addition to

revi ewi ng, conmenting on and accepting/rejecting
deliverables, the TMis responsible for providing the COR a
witten evaluation (DI SA Form 245) via email, of each major
del i verabl e received during TO execution. Mjor
deliverables are the significant technical itens (reports,
pl ans, specifications, software, etc.) that are the
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outcones of the tasks of your TO SOW Itens such as status
reports, neeting mnutes, trip reports, i.e., routine
status and i nformational deliverables are generally not
considered major deliverables). After review, the COR w ||
emai|l a copy of the deliverable evaluation to the
contractor and Contracting Oficer.

3. Past Perfornmance Eval uati on.

In addition to evaluating each major deliverable, the TM
nmust eval uate the contractor’s perfornance on a periodic
basis. These past performance eval uati ons are nade
avai l abl e to Governnent custoners seeking to use MTSS, to
the prime contractor who performed the work, and to

Gover nnment Source Sel ection organi zati ons who need past
performance information to conduct contract source

sel ections. The M TSS past perfornmance evaluation is
acconpl i shed using the D SA Past Performance Tool (PPT)
which is a web based tool |ocated on the D4 honepage. Wen
required, the TMw Il be pronpted via e-mail to perform an
eval uation. Perm ssions and passwords are provided via the
e-mai |l pronpt. The DI SA Past Perfornance Deskbook provi des
det ai |l ed gui dance on conpleting the evaluations and is

| ocated on the D4 honepage.

4. Task Order C oseout.

Upon Task Order conpletion, the TM has the fol |l ow ng
responsibilities:

a. Forward a statenent to the COR that the Task Order has
been satisfactorily conpl et ed.

b. Provide disposition instructions for GFE/ GFl prior to
the Task Order C oseout. Refer to paragraph 9.0 of the
M TSS SONfor further details.

c. Any classified material received or generated by the
contractor nust be di sposed of in accordance with
applicabl e security regul ations.

d. The TMis responsible for the retention and/or disposal
of the Task Order file and associ ated docunentation after
task conpletion. Consult the COR for proper disposition of
docunents prior to disposal
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e. For fixed price Task Orders, when TO performance is
conpl eted the TM nust sign the acceptance (DD Form 250) of
the final product or provide a witten statenent that al
efforts were conpleted and that all deliverables were
received on tinme and were technically acceptable.

f. For cost reinbursenent Task Orders, the contractor
submits the final voucher for costs incurred (as accepted
by MTSS TMs during TO execution). Along with the fina
voucher the contractor provides a conpletion letter
indicating that all costs have been accounted for and
billed. The final voucher is sent through normal channel s
for final paynent.
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